QUALIFICATION STANDARDS OPERATING MANUAL

SECTION II. GENERAL POLICIESAND INSTRUCTIONS

A. PURPOSE AND SCOPE

This Manual contains the policies, instructions, an d
standards used to help determine the qualifications of

applicants for Federal employment. The qualification
requirements in this Manual are used when filling
General Schedule (GS) positions at grades GS-1
through GS-15. The requirements must be met by all

individuals appointed to Gener al Schedule positionsin
the competitive service. The qualification require -
mentsin this Manual, other than testing, may be used

for excepted service positions under Schedule B an d
also used for Veterans' Readjustment Appointmen t
(VRA) applicants.

Unless otherwise specified, the same policies, instruc-
tions and standards apply to both initial appointments
and inservice placement actions.

B. RESPONSIBILITIES

1. The U.S. Office of Personnel M anagement
(OPM)

OPM is responsible for developing and issuing
minimum qualification standards, policies, and
instructions. OPM is also responsible for approving
qualifi-cation standards for particular positions when
no standard in this Manual is appropriate for filling an
agency's position(s).

2. Agencies

Federal executive branch agencies are responsibl e
for applying the appropriate standards in individual
personnel actions and when examining for position s
under a delegated examining authority. Informatio n
provided in OPM qualification standards generally is
not sufficiently specific to be used directly in
examining for positions or quoted in vacancy
announcements. Therefore, agencies must include i n
their vacancy announcements the general or special -
ized experience or education required for their posi -
tions. It is not adequate to state, "See Qualification
Standards Operating Manual for General Schedule
Positions for experience requirements." (See p.l1-5,
E.3.(c) on describing experience in vacancy
announcements.)
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Agencies are a so responsi ble for developing selective
factors, when needed, to supplement the standardsin
this Manual.

Agencies are responsible for establishing medical
standards without OPM approval for occupations for
which they are the predominant employer, i.e., hav e
50 percent or more of the positions in the occupation.
(See p.I1-20, E.9.(b).)

Agencies can also modify qualification requirements
for certain inservice placement actions. (See p.I1-19,
E.8.(c).) When agencies define or modify particular
requirements, they are responsible for supporting their
decisions. Agenci es can also waive or modify qualifi-
cation requirements when assigning employees i n
reductions in force or in lieu of reductions in force.
(See OPM guidance on reduction-in-force
procedures.)

In those rare instances where qualification standard s
supplemented by sdl ective factors will not meet agen-
cies needs, agencies are responsible for proposin g
new standards for OPM's approval. (See p.l1-23,
Subsection G.)

When filling Schedule B positions, an agency's
standards can include more restrictive requirements,
e.g., qualifying experience, but they cannot be lower
than or substantially different from the OPM
standards. Agencies are responsible for justifying,
based on the work of the Schedule B positions
involved, any qualifi cation requirements used in addi-
tion to those in OPM qualification standards.

Agency appointing officials are responsible for verify-
ing employees' qualifications prior to appointment or
assignment.

C. EXPLANATION OF TERMS

Major concepts and terms, defined for the purposes of
this Manual, follow below in aphabetical order.

» Accredited Education is education above the high
school level completed in a U.S. college, univer -
sity, or other educational institution that has been
accredited by one of the accrediting agencies or
associations recognized by the Secretary, U.S.
Department of Education.
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Competitive Appointment is an appointment to a
position in the competitive service following open
competitive examination or under direct-hire
authority. The competitive examination, which i s
open to all appli cants, may consist of awritten test,
an evaluation of an applicant's education and
experience, and/or an evaluation of other attributes
necessary for successful performance in the position
to befilled.

Competitive Service includes all positions in which
appointments are subject to the provisions of Chap-
ter 33 of title 5, United Stat es Code. Positions in the
executive branch of the Federal Government arein
the competitive service unless they are specifically
excluded from it. Positions in the legislative and
judicial branches are outside of the competitiv e
service unless they are specifically included in it.

Concurrent Experience is experience gained in
more than one position, during the same period o f
time, with either the same employer or with a
different employer.

Education Above the High School Level (or Post
High-School Education) is successfully completed
progressive study at an accredited business or
technical school, junior college, college, or univer-
sity where the institution normally requires a hig h
school diploma or equivalent for admission.

Fill-in Employment is employment held by persons
during the time period after leaving their regular
occupation in anticipation of, but before entering ,
military service.

Foreign Education is education acquired outside of
any State of the U.S,, the District of Columbia, the
Commonwealth of Puerto Rico, a Trust Territory of
the Pacific Islands, or any territory or possession of
the U.S.

Graduate Education is successfully completed edu-
cation in agraduate program for which a bachelor's
or higher degree is normally required for admis-
sion. To be creditable, such education must show
evidence of progress through a set curriculum, i.e.,
it is part of a program leading to a master's or
higher degree, and not education consisting of
undergraduate and/or continuing education courses
that do not lead to an advanced degree.

Group Coverage (or Generic) Qualification Stand-
ards are standards prescribed for groups of occu -
pational series that have a common pattern of
education, experience, and/or other requirements.

High School Graduation or Equivalent means the
applicant has received a high school diploma,
General Education  Development (GED)
equivalency certificate, or proficiency certificate
from a State or territoria-level Board or
Department of Education.

Individual Occupational Requirements are require-
ments e.g., experience or education, for particular
occupational series or positions within a series and
are used in conjunction with a group coverage
(generic) standard.

Inservice Placement includes a noncompetitive
action in which a position isfilled with a current or
former competitive service employee through
promotion, reassignment, change to lower grade,
transfer, reinstatement, reemployment, or restora-
tion. Inservice placement also includes noncom -
petitive conversion of appointees whose Federal
excepted positions are brought into the competitive
sarvice under title 5 CFR 316.702, and Department
of Defense/Nonappropriated Fund (DOD/NAF) and
Coast Guard NAF employees whose positions ar e
brought into the competitive service.

Knowledge, Skills, and Abilities (KSA's) are the
attributes required to perform a job and are gener-
ally demonstrated through qualifying experience,
education, or training. Knowledge is a body of
information applied directly to the performance of
a function. Skill is an observable competence t o
perform a learned psychomotor act. Ability is
competence to perfor m an observable behavior or a
behavior that results in an observable product.

Modification of an OPM qualification standard for
inservice placement actions means agency or OPM

substitution of qualification requirements different

from those in the published standard. While appli-
cants who qualify under a modified standard do not
meet all of the specific requirements described i n
the published standard, their overall backgroun d
show evidence of their potential success in the
position to befilled. A modified st andard may apply
to any number of positions in an organization.
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» Noncompetitive Action means an appointment to or
placement in a position in the competitive servic e
that is not made by selection from an open compet-
itive examination, and that is usually based on
current or prior Federal service. A noncompetitive
action includes (1) all of the types of actions
described under inservice placement, above;
(2) appointments of non-Federal employees whose
public or private enterprise positions are brought
into the competitive service under title 5 CFR
316.701; and (3) appointments and conversionst o
career and career-conditional employment mad e
under special authorities covered in 5 CFR 315,
Subpart F.

* Normal Line of Promotion (or Progression) is the
pattern of upward movement from one grade to
another for a position or group of positionsin an
organization.

e Outside the Register Appointment means an
appointment in the competitive service made under
an agency's applicant supply system because either
there is not a sufficient number of eligibleson the
appropriate register or no competitor inventory
exists. Agencies are also authorized to make
temporary limited appointments outside the register
at grades GS-12 and below.

» Position means the officially assigned duties and
responsibilities that make up the work performed by
an employee.

» Quality Ranking Factors are knowledge, skills, and
abilities that could be expected to enhance signi -
ficantly performance in a position, but are not
essential for satisfactory performance. Applicant s
who possess such KSA's may beranked above those
who do not, but no one may be rated ineligibl e
solely for failure to possess such KSA's.

» Related Education is education above the high
schoal level that has equipped th e applicant with the
knowledge, skills, and abilities to perform success-
fully the duties of the position being filled.
Education may relate to the duties of a specifi c
position or to the occupation, but must be appro -
priate for the position being filled.

TS2
-3 August 1994



U.S. OFFICE OF PERSONNEL MANAGEMENT
GENERAL POLICIESAND INSTRUCTIONS

» Research Positions are positions in professional
series that primarily involve scientific inquiry or
investigation, or researc h-type exploratory develop-
ment of a creative or scientific nature, where th e
knowledge required to perform the work success-
fully is acquired typically and primarily throug h
graduate study. The positions are such that the
academic preparation will equip the applicant to
perform fully the work after a short orientation
period.

» Sdective Factors are knowledge, skills, abilities, or
special qualifications that are in addition to the
minimum requirements in a qualification standard,
but are determined to be essential to perform th e
duties and responsibilities of a particular position .
Applicants who do not meet a selective factor ar e
ineligible for further consideration.

e Series or Occupational Series means positions
similar as to specialized work and qualification
requirements. Series are designated by atitle and
number such asthe Accounting Series, GS-510; the
Secretary Series, GS-318; and the Microbiology
Series, GS-403.

» Specialized Experience is experience that has
equipped the applicant with the particular knowl -
edge, skills, and abilities to perform successfull y
the duties of the position and is typically in or
related to the work of the position to be filled.

» Waiver of an OPM qualification standard involves
setting aside requirementsin apub lished standard to
place an employee in a particular position, usually
to avoid some kind of hardship to the employee,
such asin cases of reduction in force or administra-
tive error on the part of the agency. Extratrainin g
and/or skills development may be needed to hel p
the employee adjust to the new position. Waiver s
are granted by OPM or an agency, as appropriate ,
on a case-by-case basis, and do not directly affect
other positions in the organization.

* Work-Sudy Programs are government or non-
government programsthat provide supervised work
experience related to a student's course of study and
are a part of, or a supplement to, education. Fed -
eral student-trainee programs are examples of such
programs.
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D. DESCRIPTION OF QUALIFICATION
STANDARDS

1. Purpose of Standards

The qualification standards in this Manual hel p
determine which applicants would be able to perform
satisfactorily in the positions to be filled. The
education, trai ning, experience, or other requirements
included in the qualification standards are minimum
requirements, i.e., it would be unlikely that an
applicant for employment would be able to perfor m
satisfactorily in a particular position or occupational
seriesif heor she did not possess these qualifications.
The standards are designed to be easy to understan d
and to eliminate artificial barriers that hinder entrance
into Federal occupational series.

Many qualification standards include requirement s
such as the ability to communicate orally and/or i n
writing, or to produce information through the use of

typewriters or other machines. Such ability require -
ments are not intended to limit how an applicant will

physically perform aduty, i.e., they are not meant to
exclude from consideration appli cants with disabilities
who have demonstrated that they can do the work i n
other ways, such as by using readers, interpreters, or
voice-activated equipment. The required abilities are
to ensure that the end product of the speaking, writing,
etc. is of the appropriate level of competence.
Agencies should keep in mind that reasonable accom-
modation, including job restructuring, must be
considered in determining whether an individual
meets the required KSA's.

2. Content of Standards

Most qualification standards permit applicants t o
qudify on the basis of education/training, experience,
or acombination of thetwo. They include the patterns
of education, training, and/or experience most com -
monly applicable to a particular occupational series.
Some qualification standards, however, have specific
educational, licensure, or certification requirement s
that may apply only to specific positionsin an occupa-
tional series.

In addition, the requirements in OPM qualification
standards can be supplemented by selective or quality
ranking factors as described below in E.6. and E.7.
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E. APPLICATION OF QUALIFICATION
STANDARDS

1. Selecting the Appropriate
Qualification Standard

Agencies and examining offices should select the
gualification standard that covers the occupational
seriesto which a position has been classified. If there
is more than one standard for an occupational series,
they should select the standard for the applicabl e
position(s), as designated in Sections |11 and |V of this
Manual.

For competitive appointments, OPM or agency exam-
ining offices will have determined the appropriat e
gualification standard to apply.

For appointments outside the register, agencies should
apply the appropriate standard s and instructionsin this
Manual. However, in a geographical area where there
is an open competi tive examination with qualification
requirements different from those in the qualification
standard, agencies must apply the requirements in the
examination until the announcement is closed.

For inservice placement actions, agencies should
apply the appropriate standard s and instructions in this
Manual. If, however, at the time of an inservice
placement action, the qualification requirementsin an
open competitive examination for an occupation ar e
different from those in this Manual, agencies can
apply the requirements in either the c ompetitive exam-
ination or in this Manual.

For details, employees do not have to meet the
gualification requirements for the position to which
they are detailed, except for any minimum educa-
tional, licensure and certification requirements.

2. Implementing New or Revised Standards

New or revised qualification standards issued by
OPM must be implemented within 6 months of the
transmittal date of the published standard, unless
otherwise specified by OPM.

3. Experience Requirements
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Experience istypically described in a qualification
standard as either general or specialized experience.
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(a) General experienceis usually required at grade
levels where the knowledge and skills needed to
perform the duties of a specific position are not a
prerequisite, but where applicants must have demon-
strated the ability to acquire the particular knowledge
and skills.

(b) Specialized experience istypically required for
positions above the entry level where applicants must
have demonstrated that they possess the ability to
perform successfully the duties of a position after a
normal orientation period. Specialized experiencei s
typicaly in or related to the work of the position to be
filled.

(c) Describing experience in vacancy announce-
ments—The following factors should be considered in
describing experience in vacancy announcements:

» Since apublished OPM qualification standard may
cover hundreds of positions in dozens of organi -
zations, it must be broad enough to cover the range
of work classified to the occupational series. There-
fore, agencies and examining offices should clearly
describe the specific experience or education
required to qualify for the positions covered by an
examination or vacancy announcement. This wil |
better attract applicants with appropriate qualifi -
cations to agencies, thereby greatly improving the
effectiveness of the examination process.

e The description of qualifying general experienc e
will vary inits degree of specificity from one series
to another. For some occupational series, any pro-
gressively responsible work experience may be
gualifying. Others may require experience that
provided a familiarity with the subject matter or
processes of the broad subject area of the occupa-
tional series. For example, an entry level medical
technician position may require general experience
that provided a basic knowledge of the procedures
and equipment in a chemical or clinical laboratory.

» A position description or a position classificatio n
standard can usually provide information related to
the duties and responsibilities typical of work in an
occupational series or position. Thisinformation is
useful in the staffing process in identifying special-
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ized experience requirements and also in determin-
ing the level of experience possessed by applicants.

(1) Determining level of experience—Most
gualifi-cation standards require that a certai n
amount of the qualifying experience be at a
level of difficulty and responsibility equivalent
to the next lower or second lower grade. The
grade-level criteriain the position classification
standard or guide help in making this determi-
nation, particularly for applicants with experi-
ence outside the Federal Government.

(2) Identifying  specialized  experience—A's
indicated in (b) above, many qualification
standards describe specialized experience as
experience "related to the work of the posi -
tion." Thisisto allow agenciesto pinpoint the
specific requirementsin the vacancy announce-
ments for their positions. For example, to meet
the specialized experience requirements for a
medical technician position, the applicant
would likely be required to have a specific
level of experience performing duties such as
preparing culture media and stains and
performing certain laboratory tests. The
description of duties and responsibilities
contained in the position classification
standard, along with the position description,
help in identifying the kinds of work
experience that would meet this require-ment.
In addition, the knowledge, skills, and abilities
required to perform the work may also be
described.

(d) Crediting experience—Creditable experience is
experience of the type (general or specialized), level,
and amount specified in the appropriate standard .
Applicants are considered to have satisfied the
requirement for 1 year of experience through comple-
tion of either 12 months or 52 weeks of creditabl e
work experience, whichever comes first. Similarly, a
requirement for 6 months of experience can be met by
an applicant with 26 weeks of experience, and a
requirement for 3 months of experience can be met by
an applicant with 13 weeks of experience. Regardless
of the method used to determine the amount of quali-
fying experience, agencies should again note that the
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gualification standards in this Manual describe
minimum requirements only. Therefore, they shoul d
ensure that the quality of an applicant's experience
clearly demonstrates the KSA's necessary to perform

the work of the position to be filled.

— |f the standard distinguishes between general and
specialized experience, general experience cannot
be credited as specialized experience. However ,
specialized experience can be credited as general
experience.

— Applicantswho meet the experience requirements
for ahigher grade level in a given series also meet
the experience requirements for lower gradesi n
the same series.

— Salary or military rank alone should not be used to
determine the level of an applicant's experience.
Experience for which the applicant received little
or no pay is given the same credit as comparabl e
paid experience.

— Federal employees are assumed to have gained
experience by performing duties and responsibili-
ties appropriate for their official series and grad e
level as described in their position description .
However, experience that would not normally b e
part of the employee's position is creditable when
documented by satisfactory evidence (e.g., a
memorandum from the manager or personnel offi-
cer, SF-52, or other documentation). Similarly ,
experience gained in the Federal service under a
misassignment or improper appointment is given
the same credit as experience under a proper
appointment if the applicant submits satisfactor y
evidence to substantiate his/her claim.

— An employee whose position is upgraded as a
result of a reclassification is considered to meet
the qualification requirements of the upgraded
position, since he or she has been performing the
higher-graded work. However, employees must
meet any licensure or certification requirements,
aswdll as any minimum educational requirements
or the provisions on p.l1-15, E.4.(g).
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— Appropriate experience gained while on detail or
in "mixed-grade” or "mixed-series’ positionsi s
creditable when satisfactorily documented. Credit
is given for the percentage of time that the appli -
cant spent on the qualifying duties. Also see para-
graph (1) on crediting experience gained on detail,
and E.10. on crediting supervisory experience.

(e) Crediting one-grade interval or wage grade
experience—Technician, paraprofessional, and sub-
stantive clerical support experience may be qualifying
for two-grade interval positions, and wage grad e
experience may be qualifying for General Schedul e
positions, if the experience demonstrated the KSA's
required to perform the work successfully. Thisistrue
for either lateral or promotion actions.

The basic requirements for type and level of experi -
ence and/or education apply to all applicants, whether
their experience has been in the same occupation as
the position being filled or in related support or wage
grade occupations. Work experience that included
both qualifying and nonqualifying duties is credited
based on the percentage of time spent on the
creditable experience.

Applicants with specialized experience can have that
experience credited towards meeting t he basic require-
ments for professional occupations that permit qualifi-
cation on the basis of experience as well as education.
Such experience may be creditable not only for
meeting the basic requirements, but also for positions
at GS—7 and above if it is comparable to that whic h
would have been gained in a two-grade interval
professional series and clearly demonstrates that th e
applicant has the necessary background to perfor m
satisfactorily the duties of the position to be filled.

Since two-grade interval positions may differ signi -
ficantly in the nature of the work (e.g., greater
independence, responsibility, and judgment), it is
important that applicants be evaluated on the variet y
and progressive nature of their work assignments and
on any applicable training or course work completed.
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(f) Determining normal work week/work year—
Credit is given based on the normal work week and
work year for the particular type of employment.
Experience that involved less than the normal wor k
week or work year is credited based on the relation it
bears to the norm. Work weeks/work years are
credited as follows:

* In most occupations, the normal full-time wor k
week is 35-40 hours and the normal work year is 12
months. Employees are not expect ed to work during
scheduled days off, holidays, or normal vacation
periods.

* In occupations where the normal work year is less
than the calendar year, e.g., teaching, an applicant
who works the prevailing work year should be
credited with a full year of required experience
unless the applicable standard specifies otherwise.
An applicant who receives a full year's credit for
less than 12 months of actual work cannot gai n
additional credit for doing more of the same wor k
in the remaining months (e.g., for teaching in
summer school). However, credit can be given for
any applicable experience gained in a different type
of work, but no more than 1 year of experience can
be credited for any 12-month period.

 Part-time work is prorated in crediting experience.
For example, an employee working 20 hours per
week for a 12-month period should be credited with
6 months of experience. Creditable experience
should generally be determined on the basis of
hours in a pay status (excluding overtime) rather
than scheduled hours in order to recognize the
service of part-time employees who frequently are
required to work additional straight-time hours.

Applicants who have the same amount of experi -
ence should generally receive the same credit. For
example, a seasonal employee who worked ful |
time for 9 months a year and a part-time employee
who worked 30 hours a week for a year woul d
receive the same credit. However, as stated in
paragraph (d), agencies should ensure that the
qguality of an applicant's experience clearly
demonstrates the KSA's necessary to perform the
work of the position to be filled. Agencies
should be careful in
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totaling small segments of time worked to ensur e
that they materialy add to a person's qualifications,
e.g., that substantive knowledge or skills have been
gained.

» Employees who entered military duty or who sus-
tained compensable injuries on the job whil e
serving under a career or career-conditional ap -
pointment will receive credit for experience on a
different basis. See 5 CFR 353, Restoration to Duty
From Military Service or Compensable Injury.
(Also see paragraph (k) on Military experience, that
follows, to determine how to credit military leav e
as experience.)

Instances may occur where applicants worked signifi-

cantly less than their scheduled hours. For example,
applicants may have been employed normally on a
full-time, part-time, or seasona basis, but took
extended leave. In such instances, it would be reason-

able to evaluate any significant consecutive period of

leave (e.g., 35 work days or more in ayear) to deter-

mine whether it effectively reduces the applicant' s
gualifications for a position.

(g) Concurrent experience in more than one posi-
tion—Concurrent experience can be credited as fol -
lows:

» General experience—Credit may be given for
general experience gained concurrently in mor e
than one position depending on its applicability. If
the experience meets the requirements of the
standard, credit should be given for the time,
excluding overtime, worked in each position.
However, credit can be given for only 1 year of
experience for any 12-month period. For example,
a person who worked full time in each of two
clerica positions for over 6 months during a
12-month period, performing duties comparable to
the GS-3 level, can only be credited with ayear of
general clerical experience.

» Specialized Experience—Concurrent, straight-time
experience in a second position can be credited to-
wards meeting speciali zed experience requirements
only if it contributes significantly to the applicant's
possession of the specific KSA's required for the
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position to be filled. However, credit may be given
for only 1 year of qualifying experience for any
12-month period.

(h) Crediting teaching experience for non-teaching
positions—In evaluating teaching experience for
credit as specialized experience, the nature of the
material taught and the responsibility, scope, and
knowledge required by the teachiing position should be
compared to the requirements of the appropriate
standard. To be creditable as specialized experience,
the teaching and non-teaching activities should hav e
provided the applicant wi th the same type and level of
KSA's that would be required to perform qualifying
work in the field. Normally, teaching experienc e
would have to be at the college level to be creditable
for professional positions.

() Education and experience gained concurrently—
When qualifying education and experience have been
gained concurrently, credit is given for each based on
the time spent and merit of each. In many instances,
supervised experience is required as part of an aca-
demic curriculum or course work (e.g., nursing,
teaching, or socia work). An applicant cannot receive
full credit for this supervised experience as education
and additional credit for the supervised experience as
experience, except as may be provided in a particular
standard, since the practical experience isintegral t o
the educational curriculum. The applicant can, how -
ever, receive full credit for supervised experience that
was not considered as part of th e qualifying education.
(Also see paragraph (j) below.)

(i) Crediting work-study experience for initial
appointment—Experience gained by graduates of
work-study programs can be credited towards meeting
specialized experiencerequirements if the work-study
experience was related to and integrated with educa-
tion above the high school level and contributed to the
development of competence in the specialized field of
the position being filled. To meet the specialized
experience requirements, the applicant must hav e
12 months of work experience in a work-study pro -
gram, with at least 2 months (320 hours) of wor k
equivaent to the next lower grade level or band in the
normal line of progression for the position to be filled.

TS2

August 1994 [1-10

(Undergraduate work-study experience is normall y
comparable to experience gained at GS-5 or below.)
Work-study experience is creditable, even whenitis
a mandatory requirement of the school, unless aca-
demic credit, i.e., grades or credit hours, has been
given for such experience. Note that credit cannot be
granted both as education and experience for the same
period of work. (See paragraph (i) above.)

(k) Military experience—Muilitary service that is
creditable for veterans' preference or that is the basis
for restoration to the former civilian position shoul d
either be evaluated as an extension of the work th e
individual was doing immediately before entry into
the Armed Forces, or on its own merits, whichever is
more beneficial to the individual. In instances where
employment in an occupation interrupted by military
service was on a part-time basis, the extension of that
experience is creditable on the same part-time basis.
(See 5 CFR 353 for more information on restoratio n
rights and crediting military service.)

» Extension of prior civilian experience—Creditable
military service can be counted as an extension o f
the work the individual was engaged in immedi -
ately prior to entry into service. ("Immediately prior
to" isdefined as within the 90-day period preceding
entry into military service.) Ininstances where an
individual accepted fill-in employment whil e
awaiting induction, he or she is considered as
having been employed in his or her regular occupa-
tion "immediately prior to" entry into military
service, if the period of fill-in employment did not
exceed 90 days. In crediting time spent in military
service as an extension of time spent in civilian
occupations, military service can be credited either
as an extension of the regular employment or of the
fill-in  employment, whichever is more
advantageous to the individual. All military
experience evaluated on this basis will be credited
at the same level of difficulty and responsibility as
the prior civilian experience.

» Military experience on its own merits—If the actual
military experience isto be evaluated for credit, it
is particularly important that it is evaluated on th e
basis of the duties performed, rather than on the
basis of the military rank of the individual.
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() Crediting experience gained on detail—Experi-
ence of employees who have been detailed to another
position is credited in much the same way as military
experience, described above. That is, the experience is
credited as an extension of the work the employee was
doing immediately prior to the detail, or on its ow n
merits, whichever is more beneficial to the employee.
Employees continue to be incumbents of the positions
from which detailed. Thus, they should not be
penalized for a detail to a position that may differ i n
duties and responsibilities from those of their regular
position.

(m) One-year specialized experience provision for
General Schedule grades—At GS-5 and above, the
gualification standards for most occupational series
call for 1 year of specialized experience equivalent to
at least the next lower grade level in the normal line of
progression. Applicants need not meet any cumula-
tive years of experience requirements or general or
lower level specialized experience requirements t o
qualify. They must, of course, meet any minimum
educational, licensure, or other special qualification
requirements and selective factors established for the
position being filled. To be creditable, an applicant' s
1 year of specialized experience must demonstrate the
knowledge, skills, and abilities necessary for suc-
cessful job performance. When applicants meet the
experience requirements for a given grade level, they
also meet the experience requirements for positions at
lower grade levelsin the same occupation. This provi-
sion applies unless the qualification standard for the
occupation or position specifically states that more or
less experience is required. It applies to both initial
appointments and inservice placement actions. (Also
see paragraph (n) below.)

(n) One-year specialized experience provision for
banded positions—If groups of positions have been
placed in pay or grade bands that group two or mor e
General Schedule grades together, agencies will need
to define the type and level of experience required to
perform the work of the position to be filled. Appli -
cants need only 1 year of the identified experience,
either equivalent to alower level within the band or to
the next lower level band. (Also see paragraph (q)
below.)
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(o) Determining level of experience required in
one-grade interval series—For most one-grade
interval occupationa series, the qualification standard
calls for at least 1 year of specialized experience as
described in (m) above. Sometimes, however, thereis
no position in the normal line of progression in an
organization that is one grade lower than the position
being filled. In such instances, 1 year of specialized
experience at the second lower level is creditable for
inservice applicants. However, for outside applicants
(i.e., those without current or prior Federal competi -
tive or excepted service), 1 year of specialized experi-
ence equivalent to at least the next lower level is
required. (See p. 11-19, E.8.(d) on crediting inservice
applicants' experience in one-grade interval series.)

(p) Determining level of experience required in
two-grade interval series—Most two-grade interval
occupational series follow a progression pattern of
GS-5, GS-7, GS-9, GS-11, GS-12, G S-13, etc., with
two-grade intervals occurring from grades GS-5
through GS-11. Applicants need 1 year of experience
equivalent to at least the GS-5 grade level to qualify
for GS-7, 1 year equival ent to at least the GS-7 grade
level to qualify for GS-9, and 1 year equivalent to at
least the GS-9 grade level to qualify for GS-11.
However, some positions in two-grade interval series
are established at the intervening even-numbered
grades, i.e., GS-6, GS-8, and GS-10. If an agency has
established positions a an intervening grade as part of
the normal line of progression in a series, then
applicants applying for the next higher grade would be
required to have 1 year of experience at that even -
numbered grade. For example, i f an agency advertised
for a GS-9 position and had an established GS-8i n
the normal line of progression, applicants would b e
required to have 1 year of experience equivalent to at
least grade GS-8. A year of experience equivalent to
GS-7 would not be considered qualifying for that
position. On the other hand, if an agency advertised
for a GS-10 position and had an established GS-8, but
no intervening GS-9 position, applicants would b e
considered qualified if they had 1 year of experience
at least equivalent to GS-8.

(g) Determining level of experience based on
crediting required KSA's—Most jobs are classified
and
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graded on the basis of the duties that constitute th e
primary reason for establishing the position. However,
a position may include many other significant dutie s
that are not grade-controlling, i.e., that are not the
duties that determine the particular grade assigned to
a position. Some of these duties may be similar t o
those performed at lower grade levels, or in positions
in other series. Applicants must have experience
performing the grade-controlling work at the next
lower grade level, and work experience that demon -
strates possession of the other required KSA's at the
appropriate level. However, they should not be
screened out if their background does not reflect 1
year of experience at the next lower grade level
performing all of the dutiesin a position.

For example, a position is classified as a GS-12
Exhibits Specialist. The grade-controlling duties as
described in the position description might be planning
and preparing gallery spaces for exhibits, but the
position also involves analyzing how various exhibits
were received by the public and providing written
reports and recommendations on how such exhibit s
could beimproved in the future. If an applicant has at

least GS-11 level skill in planning and preparing
gallery spaces for exhibits, and has GS-9 level
experience analyzing work process es and methods and
writing reports, he or she can be considered qualified

if the GS-9 levedl experience was sufficient to perform

the GS-12 Exhibits Specialist job, as described in the

position description.

In systems where groups of positions h ave been placed
inapay or grade band, all of the duties and responsi-

bilities of a position would typically fall within the
same band. However, agencies would still need to
determine the duties that con stitute the primary reason
for placing a position within a particular band and the
level of the qualifications required to perform the
work of the position.

4. Educational and Training Provisions
or Requirements

The educational provisions referenced in a
gualification standard normally pertain to either high
school graduation or the equivalent, or to educatio n
above the
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high school level (post high-school education) .
Whether at the high school or post high school level,
title 5 U.S.C. 3308 prohibits requiring education for
positions in the competitive service, unless OPM has
determined that the duties of a scientific, technical ,
or professional position cannot be performed by an
individual who does not have the prescribed minimum
education. In inservice placement actions, agencies
cannot impose minimum educational requirement s
above those set by OPM.

Theindex to thisManual (Section I11-A) identifies the
occupational series for which minimum educational
requirements have been established. Under title 5
U.S.C. 3313, the names of disabled veterans with a
compensable service-connected disability of 10
percent or more are entered on civil service
examination regis-ters ahead of other eligibles, except
on registers established for scientific and professional

positions at grades GS-9 and above. The identified
occupations in Section I11-A should be used as the
basis for determin-ing whether such compensabl y
disabled veterans should "float" to the top of
competitive examination registers.

OPM aso recognizes generally accepted professional

credential s, such as engineering registration, success-

ful completion of certain actuarial examinations, or a
Certified Public Accountant certificate as being
equivalent to meeting minimum educational require-

ments. Examples of such alternate provisions ar e
generaly included in the qualification standard for the
occupational series.

The provisions detailed in paragraphs (a)-(f), which
follow, should be used to determine creditable post -
high school education or training at an accredited
business or technical school, junior college, college or
university. Paragraph (g) discusses minimum educa-
tional requirements and how they are interpreted.

It isthe applicant's responsibility to provide documen-
tation or proof that he or she has met the applicabl e
educational provisions described int his subsection. An
official transcript; statement from the institution's
registrar, dean, or other appropriate official; or equi-
valent documentation is acceptable.
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(a) Acceptability of higher education—Education - If credit has been given for life experience, th e
meeting the following criteria can be used to meet college or university must identify the course
gualification requirements: work area(s) or courses for which the credit

is given. There must be a direct link between
e Conventional—At the time the education was credit given and the course objectives or sylla-

obtained, the entire institution, applicable schooll
within the institution, or the applicable curriculum
was appropriately accredited by an accrediting
organization recognized by the Secretary, U.S.
Department of Education. Institutions accredited by
these organizations are listed in the Directory of
Postsecondary Institutions, U.S. Department of
Education, National Center f or Education Statistics;
or in publications such as those listed under
REFERENCES AND SOURCES on p.I1-25.

Consider only those ingtitutions identified as degree
offering under this provision. Education from
institutions that do not offer degrees must be evalu-
ated by the provisions described under Other
Education, which follows.

Other Education—Other education (e.g., foreign
education, home study and correspondence courses,
academic credit for work experience, military
education, continuing education units, life experi -
ence, etc.) is acceptable to the extent that it is
determined to be equivalent to conventional higher
education programs of U.S. institutions. Such
education must meet one of the following provi -
sions:

- The specific courses have been accepted for
college-level credit by an accredited U.S. college
or university because they would be creditable if
the student were to further his or her education at
that institution.

- The academic credit earned through a special
credit program such as the College Level
Examination Program ( CLEP) has been awarded
by an accredited college, university, or
institution.
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bus, i.e., the course and the life experience must
be comparable in nature, content, and level. Life
experience credit for courses that are not
identified in its course catalog as part of a
college or university's curriculum is not
acceptable, unless the college or university is
giving credit for course work that is a prereq -
uisite for more advanced courses included in its
curriculum.

- Credit for home study course work has been
granted by a postsecondary institution accredited
by the National Home Study Council.

- An accredited U.S. State university reports the
other institution as one whose transcript is given
full value, or full value isgiven in subject areas
applicableto the curri cula at the State university.

- The education completed outside the U.S. has
been submitted to a private organization that
specializes in interpretation of foreign educa-
tional credentials and such education has been
deemed at least equivalent to that gained in
conventional U.S. education programs. The
Council on Postsecondary Accreditation may be
of some help in providing information on these
organizations.

e Credits from the United States Department of
Agriculture (USDA) Graduate School, or other
institutions determined to be equivalent for this
purpose, are accepted on the same basis as study in
accredited colleges and universities.

Education or training that cannot be accepted under
the above criteria may still be valuable, and should be
considered in the ranking process when evaluating an
applicant's overall qualifications for a position.
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(b) Qualifying Education or Training—The following
table shows the amount and level of education typically
required for each grade for which education alone can be
quaifying. At GS-13 and above, appropriate special-ized

experienceis required for all positions.

QUALIFYING EDUCATION

{GS11....

None

High school graduation or equivalent

1 academic year above high school

2 academic years above high schoolor
Associate's degree

4 academic years above high school
leading to a bachelor's degreepr
Bachelor's degree

Bachelor's degree with Superior
Academic Achievement for
two-grade interval positionsor

1 academic year of graduate education
(or law school, as specified in
qualification standards or individual
occupational requirements)

Master's (or equivalent graduate degree

suchasLL.B. or J.D., as specified in

qualification standards or individ-
occupational requirements)or

2 academic years of progressively
higher level graduate education
leading to a master's or equivalent
degree

LL.M., or Ph.D. or equivalent doctoral
degree, or

3 academic years of progressively
higher level graduate education,
leading to an LL.M. or doctoral
degreeor

For research positions only,completion
of all requirements for a master's or
equivalent degree (See information
research positions in the qualifica-
standard for professional and
scientific positionsin Section IV-A.)

For research positions only,completion
of all requirements for a doctoral or
equivalent degree (See information
research positions in the qualifica-
standard for professional and

scientific positionsin Section IV-A.)

ual i

tion

on
tion
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(c) Academic year—An academic year is computed as
follows:

» At the undergraduate level, successfully completed
education that has not led to possession of adegreeis
credited based on its relationship to 120 semester hours
or 180 quarter hours. For example, 30 semester hours
or 45 quarter hours is comparable to 1 year of
undergraduate education. Four years of progressive
study or 120 semester hours meets the degree
requirements described in this Manual. Additional
credit cannot be given for duplicate course work.

» For study at a business or technical school, 36 weeks
of study (20+ classroom hours per week) is
comparable to 1 academic year above high school.

» Anacademic year of graduate education is considered
to be the number of credit hours that the school
attended has determined to represent 1 academic year
of full-time study. This determination is made based on
normal course loads for a full year of study in the
graduate program. If that information cannot be
obtained from the school, 18 semester hours or 27
guarter hours should be considered as satisfying the 1
year of full-time study requirement. Part-time graduate
education is creditable in accordance with its
relationship to a year of full-time study at the school
attended.

» When academic credit is expressed in contract months,
units, or other terms that differ from conventiona
semester or quarter hours, it is the responsibility of the
applicant to provide an interpretation of such credits
from the appropriate ingtitution in order to equate them
to the semester or quarter hours specified in the
standard.

(d) College or university education—Educational
course work may be at either the undergraduate or
graduate level. Successful completion of graduate level
courses will be accepted as evidence that an applicant
also possesses the knowledge taught in courses at lower
levelsin the same field.

Applications can be accepted from students who expect
to complete qualifying education within 9 months from
the date of application. However, agencies must verify
that the education was completed successfully before the
applicant can be appointed.
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Generadly, coursesin the same or arelated major taken at
oneingtitution can be assumed to be progres-sively more
difficult and, thus, credited at full value. However, the
educational record of applicants who have changed
majors, attended several different insti-tutions, or taken
courses only sporadically should be reviewed closely.
Course titles and numbers may help determine level.
(Courses entitled "Introduction to..." or with numbers
beginning with A or 1 are aimost always lower level
courses.) Transcripts noting the level of the student, e.g.,
freshman or junior, when the courses were taken may
help also. If the level of an applicant's courses is not
clear, the degree to which the courses relate to each other
should be considered in determining whether the
education meets the requirements of the position being
filled.

When qualifying applicants on the basis of years of
graduate education in lieu of an advanced degree, care
must be exercised in determining credit for post-
baccalaureate education. Such education must show
evidence of progress through a set curriculum or program
leading to an advanced degree. Extra credit for graduate
education should not be given because a person has taken
longer than the usual time to complete the educational
program. It is OPM'sintent that 2 years of graduate study
be substantially equivalent to a master's degree, and 3
years be substantially equivalent to a Ph.D. degree.
Graduate-level credit should not be given for
undergraduate level course work unless it is a requisite
part of the graduate-level curriculum. If an applicant had
to complete under-graduate course work as a prereguisite
for pursuing an advanced degree, that
undergraduate-level study should not be credited as
graduate education.

(e) Crediting education in one-grade intervd
occupations—For one-grade interval occupations, when
education is used to meet specialized experience
requirements at grade GS-5, the level of the course work
must have been equivalent to at least the junior- and
senior-year levels of a baccalaureate program. (See
paragraph (d) above for discussion of level of education.)

(f) Superior academic achievement (SA.A)}—This
provision covers advanced trainee positions that provide
opportunities for advancement upon attaining required
job skills and knowledge, require no prior experience,
and have work classified at two-grade intervals. It
recognizes students who have achieved superior
academic standing as evidenced by one of the three
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methods described below. In order to be creditable under
thisprovision, superior academic achievement must have
been gained in a curriculum that is qualifying for the
position to be filled.

The superior academic achievement provision applies to
both initial appointment and inservice placement actions.
It is to be used to determine €eligibility for applicable
GS—7 level positions of persons who have completed (or
expect to complete within 9 months) all the requirements
for a bachelor's degree from an accredited college or
university.

Senior students can apply for positions prior to graduation
and be considered for a GS-7 appointment based on their
grades at the time of application. However, some
applicants may not receive their final gradesin atimely
fashion after graduation. Therefore, agencies can either:

* Require that senior students provide evidence that
they maintained the required grades during their
senior year prior to entry on duty; or

» Appoint applicants based on their claimed academic
achievement, pending verification of final grades.
Agencies should inform such applicants that if the
required grades were not maintained through their
senior year, there is a possibility that they may not
be able to retain either the GS-7 grade or the
position.

S.A.A. is based on (1) class standing, (2) grade-point
average, or (3) honor society membership.

1. Class standing—A pplicants must be in the upper
third of the graduating class in the college, university, or
major subdivision, such as the College of Liberal Arts or
the School of Business Administration, based on
completed courses.

2. Grade-point average (G.P.A.)—Applicants must
have a grade-point average of:

a. 3.00r higher out of apossble 4.0 (" B" or better)
as recorded on their official transcript, or as
computed based on 4 years of education, or as
computed based on courses completed during the
final 2 years of the curriculum; or

b. 3.5 or higher out of a possible 4.0 ("B+" «
better) based on the average of the required courses
completed in the major field or the required courses
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inthe mgjor field completed during the final 2 years
of the curriculum.

Grade-point averages are to be rounded to one decimal
place. For example, 2.95 will round to 3.0 and 2.94 will
round to 2.9.

The G.P.A should be credited in a manner that is most
beneficial to the applicant. For example, applicants may
list their G.P.A. as recorded on their final transcript, or
they may choose to compute their G.P.A. The specific
provisions are detailed below:

— G.P.A. asrecorded on the final transcript. The final
transcript must cover the period being used to
determine G.P.A., i.e, al 4 yearsor last 2 years.

— G.P.A. including course work after bachelor's degree.
Undergraduate course work obtained after an
applicant has received a bachelor's degree can be
credited in computing the G.P.A. of applicants who
need those courses to meet minimum qualification
requirements, i.e., the courses are required by the
standard or by the individua occupationa
requirement. They are treated as described in the
following example:

An applicant for a Biologist position has a bache-
lor's degree that included no biology course work,
but has taken 24 semester hours in undergraduate
biology courses after obtaining the bachelor's
degree. The grades earned in the biology courses
should beincluded in the computation to determine
this applicant's eligibility for GS-7 under the
Superior Academic Achievement provision. These
courses should be counted in determining (1) the
overall grade-point average, (2) the average
obtained during the final 2 years of the
undergraduate curriculum, and/or (3) the averagein
the mgjor field of study. For purposes of this
example, biology would be considered the major
field of study.
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— G.PA. excluding pass/fail courses. Applicants usually
cannot claim credit based on their overall G.P.A. if
more than 10 percent of their total credit was based
on passffail or similar systems rather than on
traditional grading systems. However, if they can
document that only their freshman-year courses (25
percent or less of their total credit) were credited on
apass/fail or smilar system, they can use their overall
G.P.A. to claim Superior Academic Achievement. If
10 percent or fewer credits or only freshman-year
courses were based on pass/fail or similar systems,
such credits can be ignored and the G.P.A. computed
on the graded courses. Applicants can, however, still
claim credit based on their last 2 yearsif 10 percent
or fewer credits were based on pass/fail or similar
systems. Applicants who cannot claim credit under
the G.P.A. requirements may claim credit for superior
academic achievement only on the basis of class
standing or honor society membership.

3. Election to membership in a national scholastt
honor society—Applicants can be considered eligible
based on membership in one of the national scholastic
honor societies listed below. These honor societies are
listed in the Association of College Honor Societies
Booklet of Information (1992-95) and/or Baird's Manual
of American College Fraternities (1991). Agencies
considering eligibility based on any society not included
in the following list must ensure that the honor society
meets the minimum requirements of the Association of
College Honor Societies. Membership in a freshman
honor society cannot be used to meet the requirements of
this provision.

Alpha Chi
AlphaDeltaMu
AlphaEpsilon
AlphaEpsilon Delta
Alpha KappaDelta
AlphaKappaMu
Alpha Omega Alpha
Alpha Phi Sigma
AlphaPi Mu

Alpha SigmaMu
Alpha SigmaNu
Beta Gamma Sigma
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Beta Kappa Chi
Beta Phi Mu

Chi Epsilon

Delta Epsilon Sigma
DeltaMu Delta
Delta Phi Delta

Delta Sigma Rho-Tau Kappa Alpha

Delta Tau Alpha

Eta Kappa Nu
Gamma Sigma Delta
Gamma Theta Upsilon
lota Sigma Pi

Kappa Delta Pi

Kappa Gamma Pi
KappaMu Epsilon
Kappa Omicron Nu
Kappa Tau Alpha
Lambda lota Tau
Mortar Board

National Collegiate Players
Omega Chi Epsilon
Omega Rho

Omicron Delta Epsilon
Omicron Delta Kappa
Omicron Kappa Epsilon
Order of the Coif

Phi Alpha Theta

Phi Beta Kappa

Phi Kappa Phi

Phi Sigma

Phi Sigma lota

Phi SigmaTau

Phi Upsilon Omicron
Pi Alpha Alpha

Pi Delta Phi

Pi GammaMu

Pi Kappa Lambda

Pi Mu Epsilon

Pi Omega Pi

Pi Sigma Alpha

Pi Tau Sigma

Psi Chi

Rho Chi

Sigma Delta Pi

Sigma Gamma Epsilon
Sigma Gamma Tau
Sigma Lambda Alpha
Sigma Lambda Chi
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Sigma Pi Sigma
Sigma Tau Delta
Sigma Theta Tau
Sigma Xi

Tau Beta Pi

Tau SigmaDelta
Theta Alpha Kappa
Xi SigmaPi

(g) Interpreting minimum educational requiremens
Title 5 U.S.C. 3308 permits the establishment of
minimum educational requirements only when OPM has
determined that the work cannot be performed by persons
who do not possess the prescribed minimum education.
This includes instances where it would not be
cost-effective for an individual to acquire, through
on-the-job training, the KSA's necessary for successful
performance of the critical duties within a reasonable
period of time. In addition, education is sometimes
required by law for a position because of the impact on
public health and safety or national security.

The same minimum educational requirements apply to all
applicants and employees, including employees detailed
to an occupational series with minimum educational
requirements.

It is important to recognize that on rare occasions there
may be applicants who may not meet exactly the
educational requirements for a particular series, but who,
in fact, may be demonstrably well qualified to perform
thework in that series because of exceptional experience
or a combination of education and experi-ence. In such
instances, a more comprehensive evaluation must be
made of the applicant's entire background, with full
consideration given to both education and experience. To
be considered qualified, the applicant's work experience
must reflect significant full performance-level
accomplishment directly applicable to the position to be
filled, and be verified by a panel of at least two persons
who have professional standing in the field. Such
verification is necessary to insure that the applicant's
background is compared to the appropriate duties and
responsibilities required at the full performance level in
the occupa-tion. It is important that the comparison be
based on a correctly classified position description or on
OPM position classification standards or grade level
criteria.
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The following are examples of such situations:

* An applicant with a Ph.D. in mathematics applies for
a GS-1701, Educational Research Specialist position
at the GS-13 grade level. Since the quali-fication
standard for GS-1701 requires courses in education or
in a field appropriate to the work of the position, it
might appear that this person is not qualified for the
GS-1701 position because the applicant's Ph.D. isin
mathematics. However, areview of the applicant's 20
years of experience shows that previous positions held
include the post of dean of academic affairs at alarge
university, as well as several years experience in
educational research comparable to the work of the
position being filled. In this example, the applicant
should be rated qualified, since it is obvious that the
lack of the specific educational requirement is more
than offset by the long history of successful,
high-level, directly applicable experience.

» An applicant concluded hisforma education at the end
of the first semester of his senior year to pursue a
research opportunity in his magjor field with a private
company. The research led to advancement of the state
of the art in his field. The applicant became a
permanent employee with the company and worked
there for 6 years, advancing to a senior position.
During this time, the applicant took continuing
education coursesin his field.

The basic educational requirement specified in a
standard is considered to be met if the applicant has
(1) successfully demonstrated the ability to perform
work at the full performance level in the appro-priate
professional field, and (2) demonstrated a good
knowledge of the specialty field of the position to be
filled and the related and underlying discipline
comparable to at least a bachelor's degree.

» Thequadlification standard for the Microbiology Series,
GS-403, requires 20 semester hours of microbiology
plus 20 semester hours in the physica and
mathematical sciences. An applicant has 23 semester
hours in microbiology and 17 semester hours in the
physical and mathematical sciences.
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Since the applicant meets the 20-semester-hour
requirement in microbiology, the primary require-
ment, the 3 hoursin excess of 20 can be used to meet
the 20-semester-hour requirement in the physical and
mathematical sciences.

Applicants may be considered to have satisfied the
minimum qualification requirements for a position if they
can present evidence that clearly justifies a high
evaluation of their competence, such as one of the
following:

1. Registration as a professional engineer or archi-tect; or

2. A substantial record of experience, achievement, and
publications that demonstrates eminence in the
appropriate professional/scientific field.

5. Crediting Combinations of Education and
Experience

Education and experience can be combined to meet the
minimum qualification requirements, as allowed in the
applicable standard. To combine education and
experience, determine the applicant's total qualifying
experience as a percentage of the experience required for
the grade level. Then determine the applicant's education
as a percentage of the education required for the grade
level. Finaly, add the two percentages. The tota
percentage must equal at least 100 percent to qualify an
applicant for that grade level. The group coverage
standards in Section 1V-A contain examples of how to
combine education and experience. Note that only
graduate education in excess of the amount required for
the next lower grade level can be combined with tre
appropriate level of experience to qualify applicants for
positions at grades GS-9 and GS-11. For example, ifa
school's requirement for 1 year of graduate study is 8
semester hours only graduate education beyond the first
18 semester hours or 27 quarter hours can e
combined with GS-7 level experience to qualify fora
GS-9 level position. Thus, 9 semester hours of graduate
education and 6 months of GS-7 level experience cannot
be combined to qualify for a GS-9 position.
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6. Using Selective Factors

It is critical that agencies clearly and adequately
identify the requirements of a position in the vacancy
announcement so that applicants understand the basis on
which their application will be evaluated. In most
instances, this explicit description of required general or
specialized experience in the vacancy announce-ment
will ensure that applicants possess the hecessary KSA'sto
perform the work of a position. (See p.11-5, E.3.(c).)

There are some positions, however, where specific
qualifications are absolutely required because a person
cannot perform successfully in the position without such
qgualifications. These can include requirements for
specific KSA's or Federal or State requirements for
licensure or certification. In such instances, it may be
appropriate to consider the use of selective factors. A
selective factor becomes part of the minimum require-
ments for a position, and applicants who do not meet it
areineligiblefor further consideration. A selective factor
can be used for positions at any grade level where its use
would be appropriate.

The use of selective factors is especially helpful in
situations where an agency uses an OPM list of eligibles,
since individuals on the register would meet the
requirements of the published qualification standard, but
might not meet any additional, agency-specific
requirement(s). Their use would also be helpful in those
situations in which an agency has a nationwide vacancy
announcement, but has a specia requirement for positions
in a particular location because a duty performed is not
routinely associated with the occupation, e.g., a contact
representative position that requires fluency in Spanish.

If an agency wishes to use a selective factor when filling
a vacancy through use of acivil service list of eligibles,
it must complete a request and provide justification for
the examining office's consideration and approval. The
request should list the selective factor(s), include the
position description or other official communication
describing the duties and responsibilities of the position,
and describe why selective factors are necessary for
successful perform-ance.

Selective factors cannot (1) be so narrow that they
preclude from consideration applicants who could
perform the duties of the position, (2) require KSA's that
could be learned readily during the normal period of
orientation to the position, (3) be so specific asto exclude
from consideration applicants without prior Federal
experience, or (4) be so restrictive that they run counter
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to the goal of placing applicants from priority placement
lists established to assist in the placement of employees
affected by reductionsin force.

It is essential that any selective factors used in filling a
particular vacancy be included in the vacancy
announcement. Agencies cannot require applicants to
meet selective factors that were not established prior to
advertising a position, nor can they require selective
factors that were not made known to applicants.

The KSA's gained from experience and education may be
used as selective factors in accordance with the following
instructions:

(a) Experience—A gencies can request that examining
offices honor selective factors that could have been
acquired only through experience where the position
requires program, regulatory, and/or procedura
knowledge, such as knowledge of personnel, budget,
laboratory, or purchasing procedures. Education alone
may not have provided all the KSA's required for such a
position; however, education supplemented by work such
asinternships, field work, and cooperative education that
provided the program, regulatory, or procedura
knowledge may be qualifying for the position. It is
important to note that agencies cannot make experience
requirements so specific that only employees of the
agency could meet the minimum requirements, as this
would inappropriately restrict competition.

(b) Education—If the applicable standard allows for
qualifying either on the basis of experience or education,
an agency cannot require that applicants qualify on the
basis of education only. However, the restriction in title
5 U.S.C. 3308 does not preclude agencies from
evaluating an applicant's education to determine if it
provided the knowledge, skills, and abilities required to
meet selective or quality ranking
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factors. Additionally, agencies can request that consid-
eration be limited to fields of study that provide the
specific KSA'sfor a particular position when considering
the qualifications of individuals applying on the basis of
education. (For example, an agency has a vacancy for a
physicist position specializing in a branch of solid state
physics. Although the standard permits qualifying on the
basis of amgjor in physics or arelated field, the agency
may wish to limit consideration to those applicants with
educational backgrounds that provided knowledge of the
particular branch of solid state physics.)

7. Using Quality Ranking Factors

Agencies can request quality ranking factors to help
determine which of the basically qualified applicants are
likely to be better qualified for a position. Quality ranking
factors are KSA's that could be expected to enhance
significantly performance in a position, but, unlike
selective factors, are not essential for satisfactory
performance. (For example, skill in public speaking
might be used asa quality ranking factor for a positionin
an organization where policy changes are communicated
to the public in several ways, and oral communication is
one of the ways.) Applicants who possess the quality
ranking factors can be ranked above those who do not,
but no one can be rated ineligible solely for failure to
possess a quality ranking factor.

The KSA'sused as quality ranking factors may have been
obtained through either experience or education.
Therefore, relevant academic courses can provide
evidence of possession of quality ranking factors even for
occupations where their use as selective factors is
prohibited by title 5 U.S.C. 3308. Thiswould be particu-
larly true at entry grade levels where many applicants
may not possess experience that demon-strated the
applicable KSA's. For example, a budget analyst position
may involve duties such as determin-ing whether the
budget requests of several divisions in an agency are
justified based on economic forecasts. While no
particular courses are required for basic eligibility as a
budget analyst, for applicants who meet the minimum
gualification requirements on the basis of education,
courses such as business administration, finance, or
economics might reasonably be expected to enhance
performance in the position.
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8. Special Inservice Placement Provisions

Inservice placement applicants may meet minimum
qualification requirements based on education (including
superior academic achievement) and/or experience, as
specified in the appropriate qualification standard. To
qualify, they must usualy have the same level and type of
experience or education that is required for initia
appointment. However, there are some special provisions,
asfollows:

(a) Minimum educational requirements—When there
is a change to or addition of minimum educationa
requirements to an occupational series, Federd
employees currently classified to that series do not have
to meet the new educational requirements. (Also see (b)
below.)

(b) The "add-on rule"—If an employee qualified for
his or her current position by meeting the provisions of
the appropriate standard (either an OPM standard or an
agency-modified standard, as described in (c) below), the
agency need only add on the difference between the
length of experience required for the current position and
the length of experience required for the proposed
position. For example, a GS-2 employee in a clerical
position qualified for his or her current position on the
basisof high school graduation. The employee would be
eligible for promotion to GS-3 after 3 months of
employment, since the difference between the experience
requirements for GS-2 (3 months) and the experience
requirementsfor GS-3 (6 months) is 3 months. Note that
at the GS-2 level, a high school diplomais credited the
same as 3 months of experience.

The"add-on rule" can be used even when the current and
proposed positions are classified in different seriesif the
level and quality of the experience required for the two
series are not significantly different. The "add-on rule"
can be used for any inservice placement action as defined
inthis Manua ; however, the following restrictions apply:

e If minimum educational requirements have been
established or changed for an employee's former
series, the "add-on rule" can be used to return the
employee to that series only if:

(1) The employee has maintained current occupa-
tional knowledge through employment or
education and meets any licensure or certification
requirements; and
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(2) Comparison of the position descriptions or other
documentation of work performed shows clearly
that the employee's former position included all
the basic duties of the position to be filled and
provided the knowledge, skills, and abilities
necessary to perform the duties of the new
position. (This is particularly important when a
minimum educationa regquirement has been added
to an occupational series that did not have one
when the employee served in it. In that instance,
some positions formerly classified in the series
may not have required full occupationa
knowledge and are now classified in a different
series.)

« If an employee has been placed in a position based on
waiver of qualification requirements, the "add-on rule"
does not apply, since the waiver provisions are
normally applicable to that position only.

(c) Modifying experience requirements for certan
inservice placement actions—An agency may determine
that an individual can successfully perform the work of a
position even though that person may not meet al the
requirements in the OPM qualification standard. In that
situation, agencies are authorized to modify OPM
qgualification standards for reassignments, voluntary
changes to lower grades, transfers, reinstatements, and
repromotions to a grade not higher than a grade
previoudy held when the applicant's background includes
related experience that provided the KSA's necessary for
successful job performance. This authority should be used
only when there is a reasonable likelihood that the
employee will successfully make the transition to the new
position, and cannot be used for directed reassignments to
positions in which an employee obviously would not be
able to perform the work.

Thisauthority isnot to be used for placement to a higher
grade, except where the employee previously held a
position at that grade or higher grade levels.
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This authority can be used to place an employee in a
position with greater promotion potential than the position
currently or previously held. If an agency's merit
promotion plan requires employees to compete for the
position, the agency must specify in the vacancy
announcement the qualification requirements to be met.
The experience accepted as qualifying should equip the
employee to meet the critical elements set out in the
performance standard for the position. This provision
does not authorize agencies to disregard minimum
educational, licensure, or certifi-cation requirements in
OPM standards.

The agency's use of a modified standard should be
documented sufficiently to show that it was inten-tional,
and that the assignment did not result from
misinterpretation of the OPM standard. When an
employee has been placed in a position based on
modification of a qualification standard under this
provision, the "add-on rule" may be applied in any
subsequent inservice placement action.

(d) Experience level required for promotion in one
grade interval series. In a one-grade interval series,
experience at the second lower grade level can be
credited when there is no position in the normal line of
progression that is one grade lower than the position
beingfilled. When this provision is used for promotions
requiring competition under the agency's merit promotion
plan, the fact that employees can qualify with at least 1
year at either the next lower level or the second lower
level must be stated in any vacancy announcement. (Also
see p. 11-9, E.3.(0).)

(e) Crediting education or training for promotion—
Education or training can be credited as experience
towards promotion for employees who are detailed or are
granted leave without pay for the purpose of obtaining
specialized knowledge and skills. The agency must
determine that the education or training contributes
materially to the competence of the employee in his/her
work and that the employee possesses the knowledge,
sKills, and abilities needed for successful performancein
the position to befilled. This education cannot be credited
again towards meeting the basic educational requirements
in a standard. (See p.11-8, E.3.(i).)
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9. Other Requirementsor Provisions

(a) Citizenship—Agencies must adhere to the
following restrictions regarding United States citizen-ship
when evaluating persons seeking Federal civil service
employment:

— Executive Order 11935, which requires citizenship
for the competitive civil service, i.e., only a United
States citizen or national may be appointed to the
competitive service. This requirement applies to al
types of appointments. In noncompet-itive
conversions from the excepted service, the citizenship
requirement must be met as of the effective date of
the action. (A national is a person who owes
allegiance to or is under the protection of a nation, but
is not a citizen or subject. How-ever, a native is
typically born in the particular place.) Natives of the
following areas are United States citizens: Guam,
Northern Mariana Islands, including Saipan, Rota,
and Tinian; Puerto Rico; and the Virgin Islands of the
United States, including St. Croix, St. Thomas, and
St. John. At present, only natives of American Samoa
and Swains Island are nationals of the United States;

— The annual Treasury, Postal Service, and General
Government Appropriation Act ban on paying aliens
from many countries; and

— The immigration law ban (title 8 U.S.C. 1324a) on
employing aliens, unless they are lawfully admitted
for permanent residence or otherwise authorized to be
employed.

In specific cases, OPM may authorize the appointment of
aliens to competitive service jobs to promote the
efficiency of the service, as an exception to the Order,
and to the extent permitted by law.

Each agency is responsible for applying any additiona
citizenship restrictions or exceptions that are autho-rized
by its own enabling and appropriation statutes.

(b) Medical/Physical—The basis on which agencies
may establish specific medical standards or physica
requirementsisdiscussed in 5 CFR 339. In general, there
must be a direct relationship between the medica
standard or physical requirement and the actual duties of
the position being filled. Failure to meet an established
medical standard or physical requirement means that the
individual is not qualified for the position unlessthereis
sufficient evidence that he or she can perform the duties
of the position safely and efficiently despite a condition
that would normally be disqualifying. Agencies must
provide reasonable accommodation to qualified
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individuals with disabili-ties in accordance with Equal
Employment Opportun-ity Commission regulations.

Positions with sedentary, light, or moderately active
duties are covered by the following medical standard:

Applicants must be physically and mentally able to
perform efficiently the essential functions of the
position, with or without reasonable accommodation,
without hazard to themselves or others. Depending on
the essential duties of a specific position, usable vision,
color vision, hearing, or speech may be required.
However, in most cases, a specific physical condition
or impairment will not automatically disqualify an
applicant for appointment. The loss or impairment of
a specific function may be compensated for by the
satis-factory use of a prosthesis or mechanica aid.
Reasonable accommodation, in accordance with title
29 CFR 1613.704, must also be considered in
determining an applicant's ability to perform the duties.
Also, all positions involving Federal motor vehicle
operation carry the additional medical requirements
specified in (f) below.

Positions with specific medical requirements and that
involve arduous/hazardous duties or require a high
standard of human reliability are identified in Sections
[11-A and VI of this Manual. For such positions, the
medical requirements are based on the arduous or
hazardous nature of the duties typically performed in
most of the positions covered. However, since indi-vidual
positions may not include all such duties, a physica
condition or impairment may be disqualifying for
employment only if there is a direct relationship between
the condition and the nature of the duties of the specific
position to be filled. In some instances, a physica
impairment will not disqualify an applicant for
appointment if the condition is compensated for by a
satisfactory prosthesis, mechanical aid, or by reason-able
accommodation. Also, al positions involving Federa
motor vehicle operation carry the additional medical
requirements specified in (f) below.

(c) Age—(1) Minimum entry age requirements. Under
5U.S.C. 3301, OPM is authorized to establish standards
with respect to aminimum entry age that applicants must
meet to be admitted to or rated in examinations. A
minimum age requirement ensures that applicants have
the maturity necessary for successful job performance
and that Federal Govern-ment hiring practices are not in
conflict with the general objective of encouraging
students to complete their basic education. Minimum
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entry age require-ments must be waived for persons
entitled to veterans preference, unless OPM determines
that such an age restriction is essential for performance of
the duties of the position.

Generally, unless a different minimum entry age is

contained in the standard or examination announce-ment

for a particular position, applicants for any position in the

competitive service must be (1) at least 18 years old, or

(2) at least 16 years old and:

— Have graduated from high school or been awarded a
certificate equivalent to graduating from high school;
or

— Have completed a forma vocational
program; or

training

— Have received a statement from school authorities
agreeing with their preference for employment rather
than continuing their education; or

— Becurrently enrolled in asecondary school and either
work only during school vacation periods or work
part-time during the school year under a formal
student employment program.

Applications may be considered from individuals who
meet one of the above conditions and will reach the age
of 16 prior to or on the date they report to work.

Title 5 U.S.C. 3307 authorizes the Secretary of the
Interior to establish the minimum age requirement for
initial appointment to U.S. park police positions.

In addition to the above, agencies must observe the
provisions of the Fair Labor Standards Act, as well as
Federal, State, and local laws that relate to the
employment of minors in hazardous positions or in
positions requiring the use of firearms.

(2) Maximum entry age restrictions. Title 5 U.S.C.
3307(a) prohibits the establishment of a maximum entry
agefor Federal positions, except as provided below. The
prohibition against establishing maximum entry age limits
applies to noncompetitive actions as well as to
competitive appointments, to the excepted as well as to
competitive services, and to all agencies, including OPM.
Consequently, agencies cannot apply a maximum entry
age limit under merit promotion procedures or in
selection through any type of noncompetitive action,
except as provided in the applicable Sections of the
United States Code. There are no maximum entry age
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restrictions for most positions in the competitive service,
except as follows:

— Title 5 U.S.C. 3307, authorizes the Secretary of
Transportation and the Secretary of Defense to
establish a maximum entry age for origind
appointment to air traffic controller positionsin their
respective Departments. The Secretary of the Interior
is authorized to establish a maximum entry age for
original appointment to U.S. park police positions.
The head of any agency is authorized to establish a
maximum entry age for original appointment to
positions of law enforcement officers or firefighters;
and

— Title 29 U.S.C. 633a permits agencies to establish a
maximum age regquirement only in instances where
they have proven to the Equal Employment
Opportunity Commission that age is a bona fide
occupational qualification necessary for the
performance of the duties of a particular position.

Maximum age restrictions established under 29 U.S.C.
633a or under the specia authoritiesin 5 U.S.C. 3307 are
not waived for persons entitled to veterans preference.

(d) Written and performance tests—Occupational
series/positions with written and/or performance test
requirements are identified in Section V of this Manual.
Written and performance tests are to be used as follows:

 Initial appointments—Tests are required for some
occupational series, either for all applicants or for
those applicants who do not meet specific require-
ments indicated in the standard. If atest is required,
applicants who are subject to that test must pass or
have previously passed it to be eligible for initial
appointment. Thisincludes competitive appoint-ments,
temporary appointments in the competitive service
made outside the register, and appointments under
most noncompetitive appointing authorities.

» Inservice placement—(1) Tests required by OPM
There are afew occupational series for which atest is
required by OPM for inservice placement. For such
series, agencies must use and applicants must pass the
appropriate OPM test. Occupational series with such
requirements are also identified in Section V of this
Manual.

(2) Testsrequired by agercies. For positions for which
OPM does not require a test, agencies may develop
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and use tests without OPM approval, aslong asthetest is
part of a comprehensive set of assessment procedures
used in ranking employees. The use and appropriateness
of such tests are the responsibility of the agency.
Agencies cannot, however, use existing OPM tests for
such positions, unless specific approval has been received
from OPM.

(3) How inservice applicants can be examined. In
occupations other than those where OPM requires a
test for inservice placement, if an agency prefers to use
aternativesto testing (e.g., evaluation of training and
experience, interview, performance appraisal) to
measure qualifications, it can do so, or it may use a test
as one of several toolsin evalu-ating applicants. Tests
can be used to determine basic eligibility (i.e., on a
pass-fail basis) or as the sole basis for ranking
inservice placement applicants, only when specific
approval has been received from OPM.

(4) Performance tests. As a general guide, perform-
ancetests (e.g., typing proficiency tests) can be used to
evaluate inservice placement applicants when, within
the past 3 years, they have not performed successfully
in a position that required proficiency in the skills
needed for the position to be filled.

(e) Licensure, certification, and other requirements or
provisions—Applicants for positions in some
occupational series must meet certification, licensure, or
registration requirements in addition to meeting
experience and/or educational requirements, if so
required by law. In other series, applicants can qualify
fully onthe basis of licensure, certification, registra-tion,
or special training as an alternative to experience and/or
educational requirements. Such requirements or
provisions are noted in the qualification standards or
individual occupational requirements for those series.

Agencies can establish requirements for specific
credentials (e.g., registration, licenses, or certificates)
when such credentials are necessary for satisfactory
job performance. However, it isimportant that agencies
not overemphasize the possession of credentials as a
means of determining whether applicants meet minimum
gualification requirements in a series where the standard
permits qualification on the basis of experience or
education. Staffing personnel must examine the
background of all applicants and give full credit to any
acceptable experience, aswell as to education or training.
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(f) Motor vehicleincidental operator requirements—Title
40 U.S.C. 471 requires OPM to issue regulations
governing executive agencies in authorizing their civilian
personnel to operate Government-owned or -leased motor
vehicles within the United States, the District of
Columbia, Puerto Rico and the possessions of the United
States. OPM's regulations are found at title 5 CFR 930.

Incidental operators are employees, other than those
occupying a position officially classified as a motor
vehicle operator, who are required to operate a
Government-owned or -leased motor vehicle to prop-erly
carry out their assigned duties. To qualify as an incidental
operator, an employee must possess avalid State license,
have a safe driving record, pass a road test, and
demonstrate that he or she is medically qualified to
operate the appropriate motor vehicle safely.

OPM waives the road test for incidental operators:
(1) who operate vehicles of one-ton capacity or less
and who possess a current driver's license from one of
the 50 States, the District of Columbia, or Puerto Rico,
where domiciled or principally employed, except for
incidental operators of buses or vehicles used for
transportation of dangerous material, law enforcement,
Or emergency services;

(2) who possess a current driver's license, for the
specific class of vehicle operated, from one of the 50
states, the District of Columbia, or Puerto Rico, where
domiciled or principally employed; or

(3) in accordance with a specific authorization by
OPM to the agency concerned.

An agency head may waive the road test when it is not

practical to apply it, and then only for an employee whose

competence as a driver has been established by his/her
past driving record.

In general, no medical condition may be considered
disqualifying unless there is evidence that it is likely to
adversely affect job performance or safety to an
unacceptable degree. At least once every 4 years, each
agency will ensure that employees who operate
Government-owned or -leased vehicles are medically
ableto do so without undue risk to themselves or others.
Where there is a question about an employee's ability to
operate a motor vehicle safely, the employee may be
referred for a medical examination in accordance with
provisions of title 5 CFR 339.

10. Supervisory Positions
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All supervisory positions require a combination of
subject-matter knowledge and skills and managerial
abilities related to getting work done through other
people, e.g., planning, assigning, and reviewing work,
and evaluating performance. The relative importance of
supervisory skills and subject-matter knowledge will
depend on the specific duties of the position being filled.
Therefore, applicants for supervisory positions may be
evaluated using the appropriate standard for the series
and/or the supervisory standard in Section 1V-A of this
Manual. In determining the level of subject-matter
knowledge required, it should be kept in mind that the
subject-matter duties are not always classified at the same
grade level as the supervisory duties.

In some instances, employees are assigned to supervise
work in a series other than the one to which their
positions are classified, and it will be necessary to deter-
mine whether this supervision provided them with
appropriate experience to qualify for a position in the
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series supervised. For example, was the supervision
purely administrative in nature, or was the supervisor also
required to have substantial subject-matter knowledge of
thework performed to provide technical direction? If it is
determined that the supervisor provided technica
direction, the grade-level of the subject-matter duties
involved should be determined so that they may be
appropriately credited.

F. UPDATING QUALIFICATION STANDARDS

OPM's godl is to keep the requirements in the qualifi-
cation standards in this Manual as current as possible.
Therefore, agencies are requested to inform the Career
Entry Group of substantive changes to occupational or
agency requirements so that the appropriate qualifica-tion
standard can be revised. Additionally, if agencies are
having difficulty in obtaining well qualified applicants on
the basis of current qualification requirements, they
should contact the Career Entry Group so that a
determination can be made on whether the standard isin
need of revision.

G.ESTABLISHMENT OF ADDITIONAL
STANDARDS

The standards contained in this Manual, adapted by use
of agency selective factors when necessary, should fit
most jobs. Agency headquarters may request
establishment of separate standards when the pattern of
experience/education for their positions does not follow
that of one of the published standards. An agency request
for a new standard should include the following
information:

» Approximate number of jobsin the agency that would
be covered by the proposed standard, with their grades
and organizational and geographic locations;

» Representative position descriptions, including at least
one at the full-performance level, evaluation
statements, and related classification information;

» Anexplanation of why current standards and selective
factors are unsatisfactory;
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» A proposed qualification standard and a job analysis
showing how the proposed requirements at entry, full-
performance, and higher levels relate to the work to be
performed at those levels;

» A list of any other agencies known to have similar
positions; and

» Any additional information related to creation of a new
standard.
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Requests to establish additional standards or to update
standards should be sent to:

U.S. Office of Personnel Management
Career Entry Group

Staffing Service Center

Qualification Standards Branch

1900 E Street, N.W.

Washington, DC 20415
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